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MEMORANDUM TO: GChief, ADMIN-DD/P

\B745 28200060001008%9

-

12 February 1954

THROUGH : Chief, FI

SUBJECT ¢ Proposal for a Machine Record to Facilitate
Personnel Reassignment and Career Management

1. The attached proposal is submitted as a result of discussions
with members of your office, the Office of Personnel, especially th§5 1A
Chief of the Plans and Research Staff, and FI Its purpose neads
no further elaboration; it is best summarized In the many requests to
improve our present basis of personnel reassignment and career manage-

ment,

“ 2+ We have worked on thls proposal to the point where we believe

q"r that a system such as that proposed here is workable. We believe that
é’ 1t requires careful checking on the part of the experts in this field to
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effect further specific changes and improvements.
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3. The proposal 1s based on a few points arrived at in the course
of our limited experience with the application of machine records. We
hope that in the process of the further necessary study of this proposal,

these points will continue to be applied:

i

a. The present state of discipline and compliance within
DD/P is the result of many factors and will not soon be remedied. Any
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minimum possible administrative burden on our field installations, and
rely for the information needed on individual self-interest in terms of

money and ambition,
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b. The main advantage of machine records lies in their ability

to pull together lists of peopls by any one or any combination of cate-

3 gories of facts which have bsen coded separately into the card. Detailed

Q information on individuals selected from such lists who may be considered
for a given job or training course, éhc, must come from the personnel file,
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¢, Categories of facts to be coded into the machine card are
limited not only by the size of the card, i.,e. the 80 spaces on it, but
jV] also by the need to have ready access to the source matsrial for these
facts which, in turn, needs to be reasonably complete, The machine record
which contains large numbers of unknown, or in practice unobtainable,

facts becomes largely useless,
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d. Another advantage of machine records is that by tying several
IBM cards together through the use of one set of serial numbers, matching
lists can be produced from separate "deaks" of machine cards, and used in
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conjunction. This 1s a further reason-for 1limiting the new system to
its present scope. Machine records can perform additional tasks on
separats IBM oards without undue waste motlon.

L. Assuming that the method of using an established machine record
system is adequately known, the proposal 1s detailed in the following
annexes to this paper:

Annex A - The IBM Card Breakdown

Annex B - The Assignment Preference (AP) Abstract Sheet

Annex G — Method of Initiating the System and Keeping it Up-to-date
Ammex D - Cover Letter to Individual Employees for Ammex E

Ammex E - The Individual Assignment Preference Notice (IAPN)

Ammex F - Draft Ietter to Field Stations

5, Since by far the most complex problem we face is the proper re-
assignment and career management of our personnsl overseas, the system as
proposed here concentrates on this aspect., Persomnel now stationed at
headquarters should be processed into it as soon as Annexes D, B and F
are printed and off to the field (s& proposed in Anmex F, paragraphs 2 and 3
The method to be used for the integration of headquarters personnel into
the system follows if we make a theoretical essumption that the normal
tour of duty of a person assigned to headquarters within the DD/P complex
should be two years. This willl merely imply that anyone who has been as-
signed to hesdquarters for a longer period than this will be considered
in the normal course of a search for personnel for overseas jobs along
with personnel currently statlioned overseas.
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Distributions
Orig, & 1 - addresses
2 cct: Chief, Plans & Research Staff,
Office of Personnel
1l ce: FI
3 cos FI
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ZIEM NO. ITEM _Q:..Ql__. SOURCE OF L1
SPACES
1 Personnel serial mumber 6 Personnel
2 Neme 23 / Finance Division
i3 Sex { 1 Pergonnel
G ot
Qj 4 Year of birth j'%’f e 2 Personnel
5 Career 1 Personnel
; 6 Grade 2 / Finence Division
N Position title 2 Personnel
1‘; 8 % Pregent Station'/ or Headquarters) 3 Fingnce Division
: asslghment |
9 {:Tgeor'éﬁical end of current tour 4 Finance Division
e of duty (month and year)
/10 Desired assignment Individual Kssign-
/ y ‘ ment Preference
A ! First choice 3 Notice
A Second choice 3
Third cholee 3
A Field recomnendation 3 Firgt endorsement
R to IAPN
T12 Headquarters recommendation 3 Second endorsement
| | to IAPN
:  13 : Year of earliest associatien in 2 IAPN
AR ’ any capacity with any part of
o | Agency or predecesso‘\v
u Date of IAPN — TAPN
3», Total 65

‘ CONFIDENTIAL
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PROPOSED CLEAR-TEXT ABBREVIATION CODES FOR USE
ON THE IBM CARD AND THE ABSTRACT SHEET

A d For Release 2001/07/28 : meoosoomoow- CO} ' 1°
\pprove or: elease g 9COPQFIDE‘VT’/A’_

Item No, 5

| | FI F
PP P
PM M
TSS s
ADMIN &
THD T

Item No, 7

The list of abbreviatlons below is based on a breakdown of major job
categories in DD/P furnished by the Office of Persomnel. A more detalled
breskdown than indicated here is not desirable, It would result in the
exclusion of qualified personnel from consideration for a given job,
because they happen to carry a closely related job title,

Translator TL Intellligence Asst, IA
Interpreter IN Courier CR
Liaison Officer I Mall and File Clerk MF
Intelligence Analyst AN Clerk Steno cS
Reports Officer RO Secretary SY
Requirements Officer RQ Clerk Typist CcT
Area Operstions Officer 00 Finance Officer FN
Parg-Military Officer ™ Budget Officer BO
Operations Officer (PP) PP Medical Officer MD
Intelligence Officer (FI) FI Audio Support Specialist TS
Operations Officer (CE) CE Training Officer TR
Operations Support Officer 0s Security Officer SC
Personnel Officer PO Supply Officer sSU
Administrative Asst, Aa Logistics Officer Lo
Administrative Officer A0 Transportation Officer ™™
Intelligence Clerk IC,
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Item Eos. 8, 10, 11 and 12

25X1A

Use standard Field Station symbols as contalined in_Annex A,

For Headqusrters asslignments, use the following:

Headquarters HQ SE Division

Overseas ABD & Division

TD/P Staff DDP  FE Divislon

FI Staff FST: WH Divisilon

PP Staff PsT SR Division

PM Staff MST Training Division

EE Division EB Technical Services Staff
WE Division WE

Additional Code for Items 11 and 12

Concurrence CoN
No Comment NG
Recommendation fer REV

review of case for
any reason or reasons

SH

B

SR

TRD

T35
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ASSIGNMENT PREFERENCE (4P) ABSTRACT

1 2 3 4 15] 6 {7 g [ o 10 1l 12| 13 1
SERTAL NAME S| YEAR END al -
El oF |43 ASSIGY OF | 1st| 2nd | 3ra FIEID|HDQRS % ey o |TAPN -
(Last) (First) (Middle) |X|BIRTH| ™ GRADH TITIE MENT | TOUR| CHOIdE RECO 5 4 3 IpaTE
1-6 7 - 29 30B1-32 | 33 [34-35 [36-37 [38-40 | 4174 75 =50 151-53 154=56 57-59 b0b6] |62-65
!
|
!
{
—
|
3
|
Fom ¥o! Approved For R%I se 2001/07/28 : QJA-RD ?8-6 N‘P E’HW{A I
i i |




25X1A

25X1A

E —
Approved For Release 2004/QZ/28 : CIA- %8003578A00060001OW,ONFIDENT'AL

-

Method of Initiating the System and XKeeping it Up-to-date

STARYT OF SYSYHEM

Step One

Meke a machine run of the IBM card deck maintained by the Payroll and
Yravel Branch of the Finance Division. It conteins true rpames of our person—
nel here and overseas, and an allotment number which @#pells out location
overseas or current headquarters assignment. These records are up-to-date
by virtue of the fact that everybody likes to be paid, and all supervisors
know this,

Step Ywo

Pazte or scotch-tape the name column of this machine run on AP Abstract
Sheets in the proper position (see Annex B). Ieave allotment number column
attached %0 name column. From the IFinance Division's code book of allotment
numbers, translate allotment numbers into field station aymbols (see CSI Neo.

Annex A) and enter in Item 8 on the abstract sheet. (A three-letter
abbreviation code for headguarters components, corresponding to the field
station symbols of CSI No, Annex A, is a part of Annex A of this paper.)
Slice off and dlscard allotment number column, Use of the printed machine
record in this manner will save clerical labor and eliminate human error in

this step.

Step Yhres

Yake abstract sheets to the payroll clerks in the Finance Division's
Payroll and wravel Branch, Enter by hand from the payroll data card Items
6 and 9. Item 9 (the theoretical end of the current tour of dusy), is
arrived at by adding two years to the date of arrivel at a foreign post,
except that 18 months are added to that date in the case of personnel assigned
to Korea, and 3 years in the case of perscnnel under State Department cover.

Step Four

‘ake abstract sheets to the Research Branch of the 0ffice of Personnel.
From their IBM status card, either mechanically or by hand, £ill in Items 1,
3, 4, 5, and 7 on the AP Abstract Sheet.

Step Five

Process Abstract Sheet containing all above information into IBM cards.

CONFIDENTIAL
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Run machine lists of this new deck of cards and paste or scotch-tape
them on blank AP Abstract Sheets. Furnish these sheets to the Divisions
with the requirement to enter thereon all additional information readily
available to them, especially concerning Items 10, 11, and 12. Ko effort
is to be made to bring this informetion up-to-date in Division records
beyond what is availeble at that time. ‘he point is to take asdvantage at
the earliest possible moment of that information which, in pursuance of
earlier directives along these lines, is accessible in Division personnel
records.

Step Seven

et e p——————

Enter information supplied by the Divisions on IBM cards.

Step Fight

Upon arrival of IAPW forms (see Annex B) from the field, excise
geudonyms and substitute true names from the records of either the Reglstry
25X1A or the Payroll and wravel Branch of the Finsnce Divislon.
Yhis tesk as well as Step 11 should be assigned as permanently as possible
t0 a menber of the DD/PwAdmin Staeff especlally cleared for this purpose,

Step Nine

Furnish IAPNis %o the Research Branch of the Office of Personnel for
direct integration into the IBM cards, in the form of Items 10 through 14,
Conflicting earlier entries are to be corrected at this stage. ‘the ITAPY
is designed in such a manner that all answers given under its Paragrephs
3 and 4, whether general or specific, can be coded into Item Ho. 10 by the
use of the codes mentioned under Step 2 above. the same applies to the
contents of the First and Second Endorsements to the IAPN which will be
coded into Items 1l and 12 of the IBM card respectively.

KEEPING SYSYEM UP-1'O-DATE

Step Len

Items 1, 2, 3, 4 are permanent and require no keeping up-to-date.

Step Eleven

Items 8 and 9 will be kept up-~to~date by a second copy of the cables
sent to the Finance Division, advising 1t of the arrival of personnel at
overseas statlons in accordance with -paragraph 24 (1). Mone®5X1A
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is involved here and, hence, according to the Finance Division, compliance
with this routine is in the fupper 90%M. ‘whis process can be undertaken by
either furnishing a second copy of incoming cables to an office in DD/P—Admin
which would translate pseudos into true names, enter the new information on
Abstract Sheets, and furnish the sheets to the Research Branch of the Office
of Personnel for integration into the cards. Alternatively, 2 member of
DD/PaAdmin (see Step 8) could regularly visit the Payroll and wravel Branch
of the Finance Division where a gsecond copy of the incoming cable would be
set aside and kept for him. He could directly, by going to the Finance
Division's pseudonym card file, compile the Abstract Sheets for IBM integra~
tion in the Research Branch of the Personnel Divieion,

Step ‘iwelve

- Keep Items 5, 6 and 7 up-to~date from copies of completed Personnel
Actions. Integrate this information directly into the IBM cards, correcting
older information, at the Research Branch of the Office of Personnel.

Step Whirteen

Depending on the date of completion of Step 5, determine when headquar-
ters will essume the task of individually notifying personnel overseas that
their IAPN is due (see Annex D). - Assume that Step 5 will be completed by
1 May 1954, Ythe first individuslly-addressed copies of Annexes D and E can
then be mailed during May 1954. We should allow three months for dispatch
to the field, answering, and return through channels to DD/P. whis brings
us up to 3 Awgust 1954, 2t which time we wish to know who will come home
s8ix months hence, i.e., in February 1955, Consequently, a mechine run will
be made early in May 1954 by pushing the button for February 1955 under
Item No. 9 (theoretical end of tour; see Annex A). DD/P personnel (see
Step 8) will take this machine run to the Payrecll Section of the Finance
Division, translate true names into psesudonyms, and write the station and
the pseudonym into the spaces provided therefore in the address of the cover
letter to individual employees (see Annex D). Since this is a printed form
letter of no specific Division or Branch interest, it will be given directly
to RI/DI for dispatch in the next pouch to the Station concerned. (A4s a
safeguard, stations are to keep on hand a number of blank Annexes D and E
to allow personnel who, through a flaw in our machinery, were not individually
addressed, to enter the process. We zssume thet this process will be suffi-
ciently well-known abroad so that anyone not addressed in accordance with
the above routine will take the proper initiative,) On 1 June 1954, the
Research Branch of Personnel Division will then prepare a run of everyone
due back during March 1955, etec., etec.

CONFIDENTIAL
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(Note that if the IAPN's can be dispatched to the field together
with Annex F by %the middle of March 1954, the new system can become
fully operative during June 1954, i.e., as soon as a geod proportion of
IAPN's has reached ID/P from the field in accordance with Paragraph 3
of Annex F.)

Step Fourteen

Relieve Stations and Divisions of major responsibility in the advance
notification process, with the exception of seeing to 1% that filled-out
IAPN's are returned to DD/P without delay.

| CONFIDENTIAL
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ANNEX D

COVER LETTER TO INDIVIDUAL EMPLOYEES FOR ANNEX E_

Date:

TO: Chisf of Station,
Attention:

25X1A FROM: Chief, -

SUBJECT: Career Management and Your Future Assignment

1. Our records show that your current tour of duty will theo-
retically end on « In order to make seffective plans
for your next assignment, provide any additional training you may nes=d,
and devote the necessary attention to the Agency!s and your own inter-
est in the development of your career with KUBARK, it is necessary that
the attached Individual Assignment Preference Notice be completed by
you and forwarded through the chamnels indicated, The IAPN should
reach headquarters no later than six months prior to the date of your
anticlpated actual return homa.

2o The Agency 1s making every possible attempt, within the limita-
tions of our budgetary, administrative, and professional capabilities,
to utilize this information in its planning for your own progress and
career, It 1s very important for you to note, however, that while your
wishes will be taken into consideration to the greatest possible extent,
other factors,such as priority needs for your services, may have to
take precedenca over your own wishes,

3¢ It is in your own interest to see to it that the IAPN reaches
headquarters as indicated in paragraph 1. With this information, we are
able to do some planning. This planning may or may not be fully success—
ful or satisfactory to you; it is, however, clear that without this in-
formation, we can do no planning whatsoever, 2BX1A

Attachments: IAPN
lst Endorsement
2nd Endorsement
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